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Transferring COVID-19 Vaccine in IRIS 
The following are instructions to transfer COVID-19 vaccine between provider organizations. 
The sending and receiving provider must be approved COVID-19 vaccine program providers. 
Contact the IRIS Help Desk at 800-374-3958 with questions. 
 

Sending Organization 
1. Select the ‘Manage Transfers’ link found in the Inventory section of the menu panel. 

 

 

2. Select the ‘New Transfer’ button. 

 

 
3. Select the Receiving Organization which will be receiving the vaccine. The 

Sending Site will automatically be selected from the dropdown menu.  

 
 

4. Type the number of vaccine doses being transferred in the Transfer Quantity 
field for each of the trade names being shipped. 
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5. Select the ‘Save’ button. 

 
 

6. ‘Saved Successfully’ will display at the top of the screen. Select the ‘Packing 
List’ button or the ‘Label’ button. 
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7. A PDF document appears in a new window and can be printed. ​The Packing 
List button must be selected in order to proceed with the transfer.​ Print 
the packing list and close the new window. 

 
 

8. Select the ‘Ship’ button when ready to ship the vaccines.  

 
 

9. The date field will populate with today’s date. Select the ‘Ship’ button.  
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10. ‘Transfer Successfully Shipped’ displays. The transfer will then be moved to the 
Outbound Transfer list, where it will remain until it is accepted by the receiving 
organization. The ship date will also populate. 

 

 
 
Receiving Organization 
Transfers made through IRIS and received by the organization must be accepted, rejected or 
partially accepted to allow for the tracking of vaccine  inventory. To accept a transfer: 
 

1. Select the ‘Manage Transfers’ link found in the Inventory section of the menu panel. 

 
 

2. The Manage Transfer page displays transfers as follows: 
a.   Outbound Transfer: Displays transfers outbound from the organization 
b.   Inbound Transfer: Displays transfers inbound to the organization 
c.   Historic Transfer: Displays completed transfers 
 

3. To proceed to the Receive Transfers page (area to accept or reject transfers), select the 
date hyperlink in the ‘Create Date’ column on the Inbound Transfer section. Ensure the 
Type column, states Transfer. The Receive Transfer page allows users to reject the entire 
transfer or partially accept some of the transfer while rejecting the remainder. 
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4. Select the ‘Accept Transfer’ button to accept the transfer and add all transfer items into  
inventory.  

 
 

5. A message will display ‘Are you sure you want to add all transfer items into inventory?’ 
Select ‘OK’ to continue. 

 
 

6. ‘Transfer Successfully Accepted’ displays. The accepted vaccine will appear in the 
organization’s vaccine inventory. 
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